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Example of Mailing Index Card (left) 

 

Please avoid placing tape in postage 
meter area. (see below) 
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Properly “Trayed”  
Sealed with 
Unsealed Mail 
Sealed and unsealed mail are 
separated in the same tray, with 
mail index card included for 
processing. 
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Examples of 
properly bundled 
flats (left) and 
letters. (below) 


